State of California

DEPARTMENT OF WATER RESOURCES

The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Supervisor of Technical Publications

DWR POSITION NUMBER
1802-5616-500

SAP POSITION NUMBER MCR
50001406 1

APPOINTEE

Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
DSIWM/Technical Pubs & Communication Media

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[E] Supervisory [] Lead Person Mark Meeks Principal Engineer, Water Resources

APPROVED BY (Personnel Analyst's Name)
SS

DATE

12/01/11

Percent of
Time

Activity

35%

procedures.

POSITION SUMMARY

ESSENTIAL FUNCTIONS

Under the general direction of the Chief of the Project Services Office, Division of Statewide
Integrated Water Management, Technical Publications and Communication Media Unit, the
Supervisor of Technical Publications manages a complex technical publishing program to meet
department polices and goals, and works closely with the Chief of the Project Service Office to
create and further effective-communication policies and procedures department-wide.

This position requires the incumbent to: manage staff and projects effectively within a matrix
management environment; work cooperatively with others; reason logically and creatively, utilize a
variety of analytical techniques to solve complex governmental and managerial problems; consult
with and advise program and project managers on a wide variety of subject-matter areas; utilize
interdisciplinary teams effectively; establish and maintain project priorities; work and maintain
confidentially; exercise good judgment; and act independently. The specific duties are as follows:

Manage the Technical Publications and Communication Media unit and staff. Plan, direct,
coordinate unit operations. Oversee a technical staff specializing in editing, writing, graphic design
and communications. Evaluate and direct all analytical research and administrative work within the
well-established and fully developed research-related unit. Responsible for method of
reproduction, quality, quantity, costs and delivery; establishes and maintains procedures for
assuring conformance of technical reports with departmental policies. Direct and monitor the work
of staff involved in researching, writing, editing, and publishing complex projects, such as
technical reports, manuals, conference papers, journal articles, speeches, web sites, newsletters,
brochures, training materials, and other products disseminated in print or electronic form. Edits
reports for clarity, conciseness, style and grammar; directs the scheduling and final editorial review
of technical reports. Develop, maintain, monitor, and evaluate quality standards and work

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Mark Meeks

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print)

EMPLOYEE’S SIGNATURE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Supervisor of Technical Publications 1802-5616-500 50001406 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant DSIWM/Technical Pubs & Communication Media
PerT(;%rg oF Activity

35% Coordinate work and cooperate with stakeholders to achieve specific goals. Forecast workload,
develop and monitor objectives, establish priorities, define scope and schedule multiple projects
and determine staffing and resource needs as well as develop and effectively use all available
resources to meet production goals. Assess training and equipment requirements to ensure unit
goals are met. Analyze industry trends and technologies to improve productivity and
cost-effectiveness. Consult with departmental management regarding policy deviations and
conflicts. Track progress and report status to management. Ensure timely completion of projects
and conformance with department policy. Evaluate standards and procedures for potential
improvements.

15% Serve as the Production Manager for the "California Water Plan."” Direct, coordinate and monitor
projects assigned to staff. Review preliminary outlines and drafts of reports for policy content and
implications. Develop, maintain, monitor, and evaluate quality standards and work procedures.
Track progress and report status to management. Manage project stages and conform with
department policy.

10% Coordinate and collaborate with other department organizations, other agencies, and
non-government entities to facilitate timely and cost-effective completion of publication projects.
Advise subject matter experts in the planning and development of projects, including choosing
appropriate media for publication, estimating costs and production time, and meeting department
standards and industry guidelines. Consult with and advise Department management regarding
communications—related policy issues.

5% Develop and manage the budget using SAP; secure funding for unit staffing and operations,

working cooperatively with Division Chiefs, program leads, and the Budget Office.

SPECIAL REQUIREMENTS

Possession of a valid California Driver's License.

Communicate effectively, both verbally and in writing, with staff, the general public, and
policy-level administrators.

Maintain consistent and regular attendance; have a basic understanding of and ability to use SAP.
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	activity: POSITION SUMMARY

Under the general direction of the Chief of the Project Services Office, Division of Statewide Integrated Water Management, Technical Publications and Communication Media Unit, the Supervisor of Technical Publications manages a complex technical publishing program to meet department polices and goals, and works closely with the Chief of the Project Service Office to create and further effective-communication policies and procedures department-wide. 

ESSENTIAL FUNCTIONS

This position requires the incumbent to: manage staff and projects effectively within a matrix management environment; work cooperatively with others; reason logically and creatively, utilize a variety of analytical techniques to solve complex governmental and managerial problems; consult with and advise program and project managers on a wide variety of subject-matter areas;  utilize interdisciplinary teams effectively; establish and maintain project priorities; work and maintain confidentially; exercise good judgment; and act independently.  The specific duties are as follows:

Manage the Technical Publications and Communication Media unit and staff.  Plan, direct, coordinate unit operations.  Oversee a technical staff specializing in editing, writing, graphic design and communications.  Evaluate and direct all analytical research and administrative work within the well-established and fully developed research-related unit.  Responsible for method of reproduction, quality, quantity, costs and delivery; establishes and maintains procedures for assuring conformance of technical reports with departmental policies.  Direct and monitor the work of staff involved in researching, writing, editing, and publishing complex projects, such as technical reports, manuals, conference papers, journal articles, speeches, web sites, newsletters, brochures, training materials, and other products disseminated in print or electronic form.   Edits reports for clarity, conciseness, style and grammar; directs the scheduling and final editorial review of technical reports.  Develop, maintain, monitor, and evaluate quality standards and work procedures.  
	classification: Supervisor of Technical Publications
	appointee: Vacant
	dwr position number: 1802-5616-500
	sap personnel no: 
	sap position number: 50001406
	division: DSIWM/Technical Pubs & Communication Media
	mcr: 1
	percent 2: 35%
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	activity2: Coordinate work and cooperate with stakeholders to achieve specific goals.  Forecast workload, develop and monitor objectives, establish priorities, define scope and schedule multiple projects and determine staffing and resource needs as well as develop and effectively use all available resources to meet production goals.  Assess training and equipment requirements to ensure unit goals are met.  Analyze industry trends and technologies to improve productivity and cost-effectiveness.  Consult with departmental management regarding policy deviations and conflicts.  Track progress and report status to management. Ensure timely completion of projects and conformance with department policy.  Evaluate standards and procedures for potential improvements.  

Serve as the Production Manager for the "California Water Plan."  Direct, coordinate and monitor projects assigned to staff.  Review preliminary outlines and drafts of reports for policy content and implications.  Develop, maintain, monitor, and evaluate quality standards and work procedures.  Track progress and report status to management.  Manage project stages and conform with department policy.  

Coordinate and collaborate with other department organizations, other agencies, and non-government entities to facilitate timely and cost-effective completion of publication projects. Advise subject matter experts in the planning and development of projects, including choosing appropriate media for publication, estimating costs and production time, and meeting department standards and industry guidelines. Consult with and advise Department management regarding communications–related policy issues.

Develop and manage the budget using SAP; secure funding for unit staffing and operations, working cooperatively with Division Chiefs, program leads, and the Budget Office.


SPECIAL REQUIREMENTS

Possession of a valid California Driver's License.
Communicate effectively, both verbally and in writing, with staff, the general public, and policy-level administrators.
Maintain consistent and regular attendance; have a basic understanding of and ability to use SAP.  



	supervisor name: Mark Meeks
	employee name: 


